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1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation of the records management program? (36

CFR 1220.34(a))

1 o Yes ——— ] 1 100%

2 % No 0 0%

3 X Do notknow ] 0%
T Total 1 ]

| Maurice King, Department of the Navy Officer, Dep: of the Navy/Assi for A Di

1 ¥ 5 ormore years a 0%
| 2 X 304 years 0 0%
3 ¥ 1o 2years o 0%
4 X Less than a year O —— e ——" | 1 100%
Total . 1

1  Yos - ' B

2z  No, pending final approval 1] 0%
3 + No, under development 0 0%
4 X No 0 0%
5 ¢ Do notknow 0 0%

Total 1

e R R L - i e e Sy , : SECHRRY _

1 « FY 2016 - present [ e —— ] 1 100%
2  FY2014-2015 0 0%
3 ‘/FY2012-2013 0 0%
4 X FY 2011 or earlier 0 0%
5 X Do notknow 0 0%
7 ¥ Not applicable, agency does not have a records management directive o 0%
Tt 1 1

6. Does your agency have a network of designated employees within each program and administrative area who are assigned records management
responsibilities? These individuals are often called Records Liaison Officers (RLOs) though their titles may vary. (36 CFER 1220.34(d))

2 [

3 X Do notknow 0 0%

4 o Notapplicable, agency has less than 100 employees 4] 0%
‘ 5 o Not Dep Officer - this is done at the component level [} 0%

Total 1




7. Does your agency have internal records management training*, based on agency policies and directives, for employees assigned records

management responsibilities? (36 CFR 1220.34{f)) ‘Includes NARA’s records management training workshops that were customized specifically for your
agency or use of an agency customized version of the Federal Records Officer Network (FRON)} RM 101 course.

RO a2 P S S B AL AR R DR ST R T 0 IR S S M St )

1 o Yes [ 1

2 % No [ 0%

3 + No, pending final approval o 0%

4 + No, under development 4] 0%

5 3 Do notknow Y 0%

6 + Notapplicable, plaase explain 1] 0%
Total 1

i applcable, paass 3:pisin §108 i SE0AE Ui, RL AN IR0 b
L

8. Has your agency developed mandatory internal, staff-wide, formal training*, based on agency policy and directives, which helps agency employees
and contractors fulfill their recordkeeping responsibilities and covers records in all formats, including email, text messages, chat, or other electronic
communication messaging applications or platforms such as social media or mobile device applications?** (36 CFR 1220.34(f)} *Includes NARA's
records management training workshops that were customized specifically for your agency or use of an agency customized version of the Federal
Records Officer Network (FRON) RM 101 course. **Components of departmental agencies may answer “Yes" if this is handled by the department.
Department Records Officers may answer “Yes” if this is handled at the component level.

[[ U jm T ; 7St 2 4_“'"- R u (ERSRT %Cn‘i e LR ERT e ‘1 -__ 2 Rasponse || _E::"*a;‘f‘":‘? ;
| 1 Vv Yes —_—— i 1 100%
| 2  No 0 0%
| 3  No, pending final approval 0 0%
| 4  No, under development 0 0%
5 ¥ Do notknow 0 0%

Total 1

9. Does your agency require that all senior and appointed officials, including those incoming and newly promoted, receive training on the importance of
appropriately managing records under their immediate control? (36 CFR 1220.34{(f)}

[

1 o Yes e e e ] 1 100%
| 2 o No ] 0%
3 ¥ Do not know 1] 0%

S To_m . e Ty T e = , e e

s 308 i
1 X Yes
2

3

4

5

X No [} 0%
X No, pending final approval 0 0%
X No, under development o 0%
X Do notknow 0 0%
i Total S 1




12. In addition to your agency’s established records management policies and records schedules, has your agency’s records management program
developed and implemented internal controls to ensure that all eligible, permanent agency records in all media are transferred to NARA according to
approved records schedules? (36 CFR 1222.26(e)) ** These controls must be internal to your agency. Reliance on information from external agencies

(e.g., NARA's Federal Records Centers) or other organizations should not be considered when responding to this question. * Examples of records
management internal controls include but are not limited to: e  Regular briefings and other meetings with records creators ¢  Approval process for
handling transfer notices from Federal Records Centers ¢ Monitoring and testing of file plans ¢ Regular review of records inventories ¢ Internal

tracking database of permanent record authorities and dates

R R D T R P Pl R o ) o s P Ah) B e S Vi,
[ ves —_—— - 100%
| 2 3 No 0 0%
3 + No, pending final approval ] 0%
4 + No, under development ] 0%
5 3 Do notknow ] 0%
' Total 1

13. In addition to your agency’s established policies and records schedules, has your agency developed and implemented internal controls to ensure
that Federal records are not destroyed before the end of their retention period? (36 CFR 1222.26(e)) ** These controls must be internal to your agency.
Reliance on information from external agencies (e.g., NARA's Federal Records Centers) or other organizations should not be considered when
responding to this question. * Examples of records management internal controls include but are not limited to: e  Regular review of records
inventories ¢ Approval process for disposal notices from off-site storage ¢ Require certificates of destruction ¢  Monitoring shredding services
e Performance testing for email ¢ Monitoring and testing of file plans ¢ Pre-authorization from records management program before records are
destroyed ¢  Ad hoc monitoring of trash and recycle bins ¢ Notification from facilities staff when large trash bins or removal of boxes are requested
s  Annual records clean out activities sponsored and monitored by records management staff

o Anewer . 2 : IR (Bar i Response *
1 o Yes —— e 1 100%
2 X No 0 0%
3  No. pending final appraval 4] 0%
4 + No, under development [{] 0%
" 5 ¢ Do nat know 0 0%
Total 1

14. Does your agency evaluate, by conducting inspections/audits/reviews, its records management program to ensure that it is efficient, effective, and
compliant with all applicable records management laws and regulations? ** For this question, your agency’'s records management program, or a major

component of the program (e.g., vital records identification and management, the records disposition process, records management training, or the
management of your agency’s electronic records), must be the primary focus of the inspection/auditireview.

|
| 1  Yes [ —————— 1 100%
2 X No, please explaln o 0%
3 X Do notknow o 0%
T;'al T i 1
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15. How often is your records management program, or a major component of your program, evaluated for compliance with agency records
management policies and procedures?

i S S s TR T

 Every 1-2years

-

«/ Every3-4 years
 Every 5 years

¥ More than every 5 years
X Do notknow

N s LN

X Notapplicable, agency does not evalf its records

g progl

Total




16. Was a formal written report prepared as part of the most recent inspection/audit/review?

1 XYes e e ———— ] 1 100%
I 2 X No ] 0%
3 X Do natknow 0 0%
5 X Not applicable, agency does not its records prog o 0%
Total 1

- e e s — e - - et e e . - 2 y
k Amwer R e B e B e s B I B R e e N
1 XYes ——ee e 1 100%

2 X Neo ] 0%

3 ¥ Do notknow ] 0%

4 X Notapplicable, agency does nat eval its records prog [1] 0%
L P ey :

18. Has your agency established performance goals for its records management program? *Examples of performance goals include but are not
limited to: e ldentifying and scheduling all paper and non-electronic records by the end of FY 2017 ¢« Developing computer-based records

management training modules by the end of FY 2017 ¢ Planning and piloting an electronic records management solution for email by the end of FY.
2017 »  Updating records management policies by the end of the year ¢  Conducting records management evaluations of at least one program area
each quarter

¥ 5 r C . T LT e ——

1 o Yos

2 X No 0

3 o Currently under development o 0%

4 X Do notknow 1 o 0%
Total 1

19. Has your agency's records management program identified performance measures for records management activities such as training, records
scheduling, permanent records transfers, etc.? *Examples of performance measures include but are not limited to: e  Percentage of agency
employees that receive records management training in a year s A reduction in the volume of inactive records stored in office space ®  Percentage
of eligible permanent records transferred to NARA in a year ¢ Percentage of records scheduled e Percentage of offices evaluated/inspected for
records management compliance »  Percentage of email management auto-classification rates ¢  Development of new records management training
modules e  Audits of internal systems e  Annual updates of file plans ¢  Performance testing for email applications to ensure records are captured

2 X No a 0%

3 « Currently under development 0 0%

4 X Do not know 0 0%
1

[ Total

20. Does your agency’s records management program have documented and approved policies and procedures that instruct staff on how your
agency’s permanent records in all formats must be managed and stored? (36 CFR 1222.34(e))

T AID i o £ T, : e A
1 | 1 100%
2 0 0%
3 « No, pending final approval [} 0%
4 o+ No, under development 0 0%
5 3 Do notknow 0 0%
Total ¥ . A E 1




21. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 1223.16) *Departmental agency components may
answer “Yes” if this is handled at the department level.

B“zr-a"" : = : r R e Rnponse é’fa

e e e

3 ¥ Do notknow o 0%

Total 1

=-.‘,\—

1  Annually _ 1 100%
2 o Every2-3 years Q
3  Everyd4-6years a
4 X Never [} 0%
5 a

1

X Do notknow
Total

o PE # S E Anewe i A R e T R S P Faar s e SRR K W R S R Ruspon
1 WV Yes —————————— 1
2 ¥ No o 0%
3 3 Do notknow ] 0%
F Total s OR=0] s 1 " T j 5

2 []
3 X To some extant il 0%
4 X Do not know (1] 0%
Total 1 7

25. Does your agency have policies in place to protect records and information from internal and external risks?

1

2 ]

3 X No, pending final approval 0 0%

4 X No, under development o 0%

5 | X Do notknow 1] ¢ 0%
Total A YR 11 | AT 1

X Are the same person

2 X Coordinate closely together 0%
3 X Know each other butdo not work together e ————————— | 100%
Total 1

Robin Pam:rson Head SECNAV!CNO FOWanacy ngram Office, 202-685-0412, robin,| panerson@navy mil

L - |




28. The FOIA Officer can find records needed to respond to a FOIA request. Select on the sliding scale a number between 1 and 5, with 1 being with
difficulty and 5 being easily.

x 1=With DNﬁcuIty 5= Easﬂy

29. Does your agency use software or other technology to process, track, de-duplicate responsive records, redact records, and respond to FOIA
requests?

A e e R

X To some extent 0%

s W N

X Do notknow 0%

L Total 1

30. Please list the software or other technology used by your agency to process, track, de-duplicate responsive records, redact records, and respond
to FOIA requests.

=, 7

S e i P

x-'l-l: - S =
EPAs FOIA Onllne Web based Tool. Adobe Pro, Microsoft Word, Excel, Goagle Docs, and respond via emall, Post on Web Reading Room, Upload responses to FOlIAOnline

31. Do FOIA programs throughout your agency have standard operating procedures for the entire FOIA process including intake/triage, fees, expedited
processing, search, review, estimated dates of completion, and response?

A o

X No
X To some extent

X Under development

oA W N =

X Do notknow

Total 1

32. Have FOIA programs throughout your agency identified performance measures for FOIA activities? *Examples of performance measures for FOIA
programs include but are not limited to: Number of pages processed Reduction in response times Reduction in backlog Increase in proactive disclosures

1 X Yes | ST ———————————— 1 100%
j 2 X No 0 0%
3 ¥ To some extent Q 0%
4 3 Under development 1] 0%
5 X Do notknaw a %
] Total 1

¥ Do notknow how lo determine what perfonnance measures are needed
3 My agency has performance measures but not spacific o FOIA
3 Do notunderstand the question

¥ Other, please explain

Totat




34. Do FOIA programs throughout your agency alert requesters to the dispute resolution services offered by the Office of Government Information
Services (OGIS)*? *The Office of Government Information Services (OGIS) is a FOIA resource for both the public and the Government. Congress

mandated OGIS with reviewing agency compliance with FOIA, identifying policies and procedures for improving FOIA compliance, and providing
mediation services to resolve FOIA disputes between Federal agencies and requestors.

I[. ': o__'._}lm ,‘___~._ NAENS ._..k TS e T

1 X Yes
‘ 2 X No
3 3 Do notknow
S V- __T_ma_l__._ TTE——————

-
1
2 X To some extent 0 0%
3 X No 0 0%
i Py Total 1

.x Yes

2 X No o 0%

3 X To some extent 1] 0%

4 ¥ Do notknow o 0%
Total 1

:‘_'_”' =TT I ey < TN X Ry T > B R

s, e ]

The Department of the Navy’s FOIA pragi is d d. Each echelon 2 and in some cases below have a FOIA program office. The list of FOIA POCs are posted on www.foia.navy.mil
|

L

38. Are records and information in your agency managed throughout the lifecycle [creation/capture, classification, maintenance, retention, and
disposition] by being properly identified, classified using a taxonomy, inventoried, and scheduled? (36 CFR 1222.34, 36 CFR 1224.10 and 36 CFR 1225.12)

ot lAvwer A TR e
1 o Yes
2 X No
3 ' To some extent
4 ¥ Do notknow
Total

a0

1 « Yes, all records are easily retrievable and accessible when needed e 1 100%

Al

2 « Mostrecords can be retrieved and accessed in a imely manner ] 0%
3 +/ Some records can be retrieved and accessed in a imely manner ] 0%
4 X No 0 0%
5 ¥ Do notknow ] 0%

Total 1




40. When was the last time your agency submitted a records schedule to the National Archives of the United States?

X FY 2014 -2016

1

2 X FY2011-2013 0 0%

3 X FY 2008 -2010 0 0%

4 X FY 2007 or eariier 0 0%

7 X Do notknow, please explain 0 0%
Total P T 1

41. Does your agency have permanent records that are 30 years old or older that are located in agency office space, agency-operated records centers,
and/or commercial records centers? (36 CER 1235.12(b) and M-12-18))

X Yes
X No
X Do notknow

Total 1

sl

1 X FY 2017
2 % FY 2018
3 X FY 2019
4 X FY 2020
5 3¢ After FY 2020
[} ¥ Do nol know, please explain 0

0%

43. Are you aware of the requirement to formally request permission from NARA to retain permanent records beyond that time specified in your
agency's NARA-approved records schedules as outlined in 36 CFR 1235.14 and 1235.167

44, Does your agency disseminate every approved disposition authority (including newly approved records schedules and General Records Schedules
items) to agency staff within six months of approval? (36 CFR 1226.12(a))

& Yes
| 2 X No 0 0%
I 3 ¥ Do notknow a 0%
L., = — . - —— R

X Post o Internal website or other shared information location
¥ Memorandum or email notification
X Update training materials

X Update racords management policies and/or handbooks

X Cther, please explain




46. Did your agency transfer permanent non-electronic records to NARA during FY 2016? (36 CFR 1235.12)

1 o Yes | ——————————— 1 100%

2 3 No 0 0%

3 + No -No records were eligible for transfer during FY 2016 0 0%

4 + No - New agency, records are not yet old enough to transfer 0 0%

5 ‘/ No - My agency does not have any permanent non-electronic records [+] 0%

6 X Do not knaw 0 0%

7 X Other, please explain 0 0%
Total =0

2 X No 0 0%

4 « No - No electronic records/systems were eligible for transfer during FY 2016 1] 0%

5 ' No -New agency, electronic records/systems are not old enough to transfer 0 0%

7 ¢ Do notknow 0 0%

8 X Cther, please explain 0 0%

9 No-Myagency does not have any permanent electron|c recards 0 0%
 Toal 1

Yes

1
2 X No 0 0%
3 X Do notknow o 0%
Total =3 1 T i =y = S =i

2 o 3
3 ) Do notknow 0 0%
4 [+]

% Not applicable, my agency does not have any permanent electronic records

Total 1 J

X Yes
X No
X Do notknow

X Notapplicable, please explain

Total

Notopplicable, lsasa explin




51. What method(s) does your agency use to track its permanent records? (Choose all that apply)

1 X Rely on Federal Records Center noﬁﬁcatios
2 ¥ Maintain an inventory

3 X Database or other automated tracking

4 X Manual iracking

5 X Other, please explain

52. Does your agency conduct, and document for accountability purposes, exit briefings for departing senior officials on the apprapriate disposition of
records, including email, under their immediate control? (36 CER 1222.24 (a){(6) and 36 CFR 1230.10(a & b))

: | JYs

2 + Yes, but not documented 0 0%
3 % No 0 0%
4 ¥ Do not know 0 0%
5 + Notapplicable, please explain 0 %

53. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit briefings or other exit clearance processes
for departing senior officials?

. Ys

2 X No ] 0%
3 3¢ Do notknow i 0 0%
Total <~ h 1

54. Does the exit or separation process for departing senior officials include records management program staff or other designated official(s)
reviewing and approving the removal of personal papers and copies of records by those senior officials? (36 CFR 1222.24(a)(6))

¥ - Responze i R SRR
1 100%
2 ¥ No, please explain a 0%
k- ¥ Do notknow o 0%
SR Toml I 1

56. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, integrity, and usability of agency electronic
records maintained in electronic information systems? (36 CFR 1236.10)

' Yes
% No
¢ Do notknow

+ Notapplicable, please explain

Total

[Not applicabie, please sxplain




57. Does your agency have documented and approved procedures to enable the migration of records and associated metadata to new storage media or
formats so that records are retrievable and usable as long as needed to conduct agency business and to meet NARA-approved dispositions? (36 CFR
1236.20(b)(6))

¥ Do notknow

Total

58. Are records management staff involved in developing procedures to ensure that records are properly migrated from retired systems? (36 CFR
1235.20(b)(6))

X Do notknow

X Not applicable, please explaln

59. Does your agency maintain an inventory of electronic information systems that indicates whether or not each system
NARA disposition authority? (36 CFR 1236.26(a))

2 ¥ No, please explain o %
3 ¥ Do notknow o 0%
| Total 1

60. Does your agency ensure that records management functionality, including the capture, retrieval, and retention of records according to agency
business needs and NARA-approved records schedules, is incorporated into the design, development, and implementation of its electronic information
systems? (36 CFR 1236.12)

- LAnswe

o Yes

X No, please explain
X Do notknow

b oW M -

J Not applicable, please axplain

Tota!

61. Does your agency'’s records management program staff participate in the design, development, and implementation of new electronic information
systems?

2 * Ta some extent 0 0%
3 X No, please explain 0 %
4 X Do not know o 0%
5 X Notapplicable, please explain [} i 0%

Total 1




62. Which of these activities does your agency’s records management program staff participate in to ensure that records requirements are part of the

recommended solution? (Choose all that apply)

I A R R G P R R i A A e Ty
] X Participate in review and of proposals for new e —————— 1 100%
| 2 X Paricipale as siakeholdern req - 1 100%
3 X Participate as stakeholder in design phase [ —————————— 1 100%
| 4 XF pate as Ider in p phase g testing the system [ ———— g ———— 1 100%
5 ) Provide sign off ity for the impl. of new e ————————— 1 100%
6 3 Monitor system for to policies, and procad [ ————————————— | 1 100%
7 X Provide information only 0 0%
8 ) Donotknow o 0%
9 K Cther, please explain 0 0%

I S—

[Otbarpssn ozl L

63. Does your agency have documented and approved policies and procedures in place to handle email records that have a retention period longer.
than 180 days? (36 CFR 1236.22)

R e R T e e e e e T e T
1 ' Yes S 1 100%
2 ¥ No, please explain o 0%
3 ¥ Do notknow o 0%
Tota! [ 1

No, pleass explain

64. Does your agency have documented and approved policies and procedures to implement the guidelines for the transfer of permanent email records

to NARA described in NARA 2014-04: Appendix A, Revised Format Guidance for the Transfer of Permanent Electronic Records — Tables of File Formats
Section 9 - Email? (36 CFR 1236.22(e))

1 o Yes 0 0%

2 X No  S————————————— | 1 100%

3 X Do notknow '] 0%
Total 1

65. Do employees in your agency have more than one agency-administered email account? (NARA Builetin 2013-03) * Examples of business need for
more than one agency-administered email account may include but are not limited to: Using separate accounts for public and internal correspondence

Creating accounts for a specific agency initiative which may have multiple users Using separate accounts for classified information and unclassified

information
i A [TVR S ST —— et e r - = i AT = R AT g - s o p—— —r
[_ = {j = ‘[@"‘:ﬁ Wi bR HoASE LR Lof 2o L TR T Jf_fﬁ’] A A _E A T s :m._ R .L :-:." N ;,3 A
1 X Yes e ———— 1 100%
| 2 X No o 0%
4 ¥ Do natknow o 0%

Total 1

66. Does your agency have documented and approved policies that address these types of accounts and that state that email records must be

preserved in an appropriate agency recordkeeping system? (36 CFR 1236.22)

T s B RO A O S S R e T 55
1 ' Yes 1
2 X No ] 0%
3 ¥ Do notknow o 0%

Total j 1




67. Does your agency allow the use of personal email accounts to conduct official business? (36 CFR 1236.22(b))

.'_';-__-;.}...,.,.,_" .]...'m.__;;-.;.’,.s_'m-' S N R S S S, ___._:[E__}@__L.H— S LacNe a_..._...__.l SR et
1 X Yes (———————

[ 2 X No
3 ¥ Do notknow

{ Total

68. Does your agency have documented and approved policies that address the use of personal email accounts, whether or not allowed, that state that
a complete copy of all emails officers or employees create or receive in such accounts must be preserved in an appropriate agency recordkeeping
system and must be forwarded to an official electronic messaging account of the officer or employee no later than 20 days after the original creation or
transmission of the record? (36 CFR 1236.22(b) and P.L. 113-187)

A Answer % esporae | ol
1 ' Yes 1 100%
2 X No a 0%
3 X Do not know a 0%
Total 1

69. Does your agency’s email system(s) retain the intelligent full names on directories or distribution lists to ensure identification of the sender and

addressee(s) for those email messages that are Federal records? (36 CFR 1236.22(a)(3))

Tl N e e RS e SRR B e S Ve e DN il e S B e SR S 2
1  Yes — 1 100%
2 X No o %
3 xDonolknuw [+] 0%
Total 1 =

70. What method(s) does your agency employ to capture and manage email records? (Choose all that apply)

S — —_—

# | Anawer B i RSP 8 ST £ e 221 P BP0 e T N o T Resmome Yo ) S o L.

1 X Captured and stored in an emall archiving system

[ —————— 1 100%
2 3 Captured and stored in an el ic records systam | S ———————— | 1 100%
3 ¥ Captured and stored as .PST | —————————— 1 100%
4 X Prntandfile SRS —— | 1 100%
5 3¢ Notcap and email is d by the end in the native system o 0%
6 X Other, please be specific o 0%

A S A R N e R I S SR TR i Raiponse, T I
1 W Yos [S—————— 1 100%
2 X No ] 0%
3 % Do natknow o 0%
Total 1 oF

7 I Twer = B e L e T N e o A M A e A T e s i TR eeponan) AN 2 B 2 S o
I 1 X Inspector General b ] 1 100%
2 3 Chief information Officer e e ————— { 1 100%
3 % Agency Records Offcer (——————— ] 1 100%
i 4 ¥ Cther, please explain ] 0%
5 X Do notknow 1] 0%




73. How often does your agency evaluate, monitor, or audit staff compliance with the agency’s email preservation policies?

. x Every months
2 X Every year 0 0%
3 X Every 2 years [} 0%
4 X Less frequently than every 2 years o 0%
5 X Do notknow o 0%
6 X Not applicable, agency does not audit staff compliance [} 0%
r" Total 1
|

74. Has your agency implemented a plan to use the “Capstone” approach for managing email records as specified in NARA Bulletin 2013-02, Guidance
on a New Approach to Managing Email Records?

2 X No, please explain
1 3 3¢ Do notknow

- o o

Answer
X Yes [
2 ¥ No,please explain [} 0%
3 ¥ Donotknow 4 0%
4 X Notapplicable, already submittad NA-1005 to use GRS 6.1: Email M; Under a Capstone App, | S ——— 1 100%
5§ ) Notapplicable, planning to use GRS 6.1 but have not yet submittad NA-1005 1] 0%
__Tr;.m_.__. —— —— —— 1- —_— e

3 ¢ Do notknow o 0%

Total 1

Can your agency transfer permanent email records to the National Archives of the United States in accordance with agency records schedules or
General Records Schedules and NARA regulations and guidance?

X Yes
2 ¥ No 0%

3 X Do notknow 0%

Total




79. Is your agency able to decrypt permanent email records before they are accessioned by NARA?

e
_ Responso 4
1
L] 0%
3 X Do notknow o 0%
Total . . - Tra ] Pl = R
]

80. Does your agency have documented and approved policies and procedures in place to manage electronic messages including text messages,
chat/instant messages, voice messages, and messages created in social media tools or applications?

Lt A =R TS T e SR SRR SR R I S R
1 X Yes ——— 1 100%
2 X No L] 0%
3 X Do notknow 1] 0%
4 ¢ Cther, please explain 0 0%
ToEI ] 1

R — - —— e - o i i e 2 . —

o e e

e e e e = S SR LA A TS B L e LR

81. Does your agency have an approved records schedule covering electronic messages including text messages, chat/instant messages, voice

messages, and messages created in social media tools or applications that meet the definition of a Federal record?

P g, T S T T

_ — i ek
1 X Yes 0 o o 0%
| 2 X No [——————————— 1 100%
3 X Do notknow /] 0%
Total 1

82. Which of the following best describes the steps your agency has taken to comply with metadata bulletin NARA 2015-04 Metadata Guidance for the

Transfer of Permanent Electronic Records to maintain metadata for permanent electronic records?

B Anewme R G SRR R R B, LA R SN (8w O i oM CIL AR O T G Resporse 118 £ Tg)
1 3 We have implementad measures to comply with NARA Bulletin 2015-04 [} 0%

2 3 We have reviewed NARA Bulletin 2015-04 and are planning (o imp} to comply with NARA Bulletin 2015-04 | —— 1 100%
3 X We have reviewed NARA 2015-04 but have not taken steps to implement it 0 0%

4 3 We have notreviewed NARA 2015-04 [} %

§ ) Do notknow o 0%

6 ) None of the above, please explain [} 0%

Total 1

[Nore o the above, poass &xpiain = LT PR Tt S0P RAERNS AT Slo s | I I IOt S S B oV ar et Sh Tl S LD e bl e i {0

83. Which of the following best describes the level at which your organization is responsible for defining records management metadata schema* for
use across systems that maintain permanent electronic records?  *A schema is a logical plan showing the relationships between metadata elements,

normally through establishing rules for the use and management of metadata specifically as regards the semantics, the syntax, and the optionality
(obligation level) of values (ISO 23081.1 s3 Terms and Definitions)

# Answer & E; S L MR 7o L R R S NG Jlmer " [Reapomis | %
1 X Myagency has ad dan | for Sta (1S0O), industry. or military standard) 1] 0%
2 X Defining recards management metadata schema is done at the departmaent leval and used enterprise wide (i.e. all entities within the department use the same one}) [} 0%

3 ) Defining records management metadata schema is done at the individual 1 foffice level {|.e. each uses Its own unique one) a 0%

4 ) Asanindependent agency, records management metadata schema is defined and mandated for use across the agency by the Office of the Chief Information Officer 0 0%

5§ X My agency/comp does not have or use a metadata schema [/} 0%

8 X Do notknow e e 3 1 100%

7 X None of the above, please explain 0 0%
Total ] 1 2 Nk
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84. Which of the following best describes your agency’s use of controlled vocabularies, thesauri, or term lists that ensure consistent data entry of

metadata?
|

1 X My agency/component developed its own based on intemal practices
2 % Myagencyk has adopied an | d {e.g., ISO, industry, military standard) 0 0%
3 X Controlled vocabularies, thesauri, or term lists are defined by the dep and dated for use by all ] [} 0%
3 X As an ind dent agency, lled 1 i, or tarm lists are defined and mandated for use across the agency by the Office of the Chief Information 0 0%

Officer
5§ X Myagency il does notuse thesauri, or tarm lists 0 0%
6 X Donotknow _— 1 100%
7 X None of the above, please explain 0 0%

Total 1

f the above, ph B = LR ARG Ansan 7
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86. Does your agency have an SAO for Records Management? (If you are a component of a department, you may answer “Yes,” even if this is not being
done at the component level.)

=y = s x T EpE = g2 T L T e e e T e
'____-_,M . 'm':‘.\.__:-e..i..;.-.;_..;:;;.;-.._ St e e e R R i AP L.......__._‘___,."_._. ‘m.;‘u_mmuﬂ 2P _AS._ .___u__;:.*‘
1 X Yes e —————— | 1 100%
2 X No [ 0%
3 ¢ Do not know ] 0%
Total 1

87. Does your Agency Records Officer meet regularly (four or more times a year) with the SAO for Records Management to discuss the agency records
management program goals?

1 X Yes [T —=———m———=ee s 1 100%

2 ¥ No ] 0%
3 x Do not know o 0%
Total 1

P e T - - - — — — e
] ARy e A LA ; ‘Reaponsy | |1 %
x Yes - All retention schedules have been submitted and approved by NARA [} 0%
2 X Yes- hedules have been submitted and are ding NARA app 0 0%
3 ) No-Retention schedules are in draft form and have not yet been submitted to NARA o 0% |
4 XNo 0 0% |
5 ¢ Do notknow o] 0% |
6 ) Other, please explain | 1 100%
Total 1
. - = = - e = Eh
Offar, pleasa axpial : ] S LA hs : Do Rk A
The DON is currently In the final stages of a eomplele revislon to its retention manual (SECNAV Manual M-5210.1). The revision wll| reduce the number of schedules in pi ion for ition to the DON's tasking and records management
system (DON TRACKER). This “Big Bucket” ssic for USN and USMC. The new manual will reduce the number of schedules from more than7000 to 620. The smaller number of schedules will increase
compliance, reduce risk and streamline records retention. This revision pro]ect has been ongoing for the last 36 months and several which include previousl! heduled records, have been submitted to NARA for approval. Of the 13
chapters in SECNAV M-5210.1, DON Records b Program, Record: Manual, four chapters have been appi d; seven P are wlm NARA for review and The final two chapters will be
via NARA's Electronic Records An:hlves (ERA})in Fehruary 2017. DON experienced delays to the project due to delays during internal and external stakeholder revlews

L

89. Does your agency have a method of continually identifying new and unscheduled records?




90. Which method(s) does your agency use? (Choose all that apply)
-

T e e e —— e e

il R e T B O (e A S R TR e
1 X Regular surveys 0

0

2 X Regularinventories S — | 1 100%
3 ¥ Records management evaluations, site assessments, or audits of program offices — e ] 1 100%
4 ) Work with program managers to identify new programs and related records e ———— | 1 100%
5 ) Work with Privacy Officer and review SORNSs (Systems of Records Notices) S ——— | 1 100%
6 ) Work with FOIA Officer P — | 1 100%
7 X Records Liaison Officers notify Agency Records Officer of new record series e — | 1 100%
8 ¥ Require use and annual update of file plans e ———————————) | 1 100%
9 ) Participate in design and retirement of information systems and note changes in records e —————————— 1 100%
10 ) Outreach and awareness e ————————————————) | 1 100%
11 X Other, please explain 0 0%
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91. Has your agency identified any additional unscheduled records that have not already been reported to NARA?

e S R O I 8, w P D e e s De

1 X Yes 0 0%
2 X No ) 1 100%
3 X Do notknow 0 0%
T e e '
T e 2 0 o e B od g e e R
1 X Yes 1]
2 ¥ No 0 0%
3 X Do not know S ————— 1 100%
- 1;1; e g =n O - 1

93. For what purpose(s) is your agency using cloud services? (Choose all that apply)

N W S R s s S I e T (e L e et
1 X Email 0 0%
2 ¥ Administrative functions such as payroll, purchasing, and financial management 0 0%
3 ¥ Mission/program-related functions 0 0%
4 X Other, please explain o] 0%
5 ¥ Do notknow 0 0%
o o A s T Nl R e S s bl SR ET S R R ]




94. Are recordkeeping requirements included?

i 53 Sl 1 B
1 X Yes o
| 2 % No 0 0%
3 X Do notknow o 0%
' Total i A 0

95. Will your agency use the new Records and Information Management Series, 0308, (job series) released by the Office of Personnel Management in
20157

2

3 X Donotknow —_—————— 1 100%

4 ¥ Notapplicable, my agency does not usa the General Schedule (GS) job o 0%
Total 1
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97. Does your agency use your RMSA scores to measure the effectiveness of the records management program?
G!Cm< i pir S i ek B T - 2 :.II
1 X Yes
2 X No
3 X Do notknow

4 X Comments (Optional): Please include in your comments how you use the RMSA

1 X 500,000 or more FTESs [ ————————————— 1 100%
2 ¥ 100,000 - 459,999 FTEs 0 0%
3 ¢ 10,000 - 989,999 FTEs 0 0%
4 X 1,000-9,998 FTEs 0 0%
5 3 100 -998 FTEs 0 0%
8 X 1-99 FTEs 0 0%
7 ¥ Not Available 0 0%
T e P SR | R e

e

1 X Senior Agancy Official

2 ¥ Office of the General Counsel 1 100%
3 X Program Managers 1 100%
4 % FOIA Officer 1 100%
5 X Information Technology staff 1 100%
6 X Recards Liaison Officers or similar 1 100%
7 ¥ Administrative staff 1 100%
8 X Cther, please be specific: 1] 0%
9 X None 4 0%

—— s ————— T e =
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100. How much time did it take you to gather the information to complete this self-assessment?

1 X Under 3 hours

0%

0
2 X More than 3 hours but less than 6 hours 0 0%
3 3 More than 6 hours but less than 10 hours 0 0%
4 X Over 10 hours | e——ee i i—— ] 1 100%
Total : o 1

3 : X Do notknow

Total 1

Please provide your contact information.
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Department of the Navy/Assistant for Administration Directives and Records Management Division




108. Score

Mean Score 97.00

Score Standard Deviation 0.00
Weighted Mean of ltems 0.79
Weighted Standard Deviation of items 1.31

Iltems 123.00






